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Dragging Items Between Folders

In Outlook 2003, it is possible to drag items--messages, appointments, tasks, or contacts from
one folder to another, thereby converting them to the item type of the destination folder.

You can drag any Outlook item from one folder to another; however, this Outlook feature is
most frequently used for sending or generating new e-mail messages by dragging appointments,
tasks, or contacts to the Inbox or for dragging e-mail messages to the Calendar, Contacts, or
Tasks folders to create new appointments, contacts, or tasks.

Dragging Appointments to the Inbox
To send an e-mail message regarding —[FEmei=tus

an appointment, drag the appointment | o e i e des o =al
from the Calendar to the Inbox —
folder listed in the Navigation Pane

on the left.

FH— 7=

] Tasks, g™

danal o »

L T foe o et a0t 33Ty Dmcorrwcind

#® Introduction to Outlook 2003 - Hessage 9} After you drag the appointment to the Inbox, a
! Fle Edit View Insert Format Tools Table Window Help Type a question for help  [=//% - - - =
T new e-mail message will be createc_i, contalr_ung
St time, date, location, and any other information
fij‘;: — about the appointment that was entered when
ddle ool | Jagmcu - --==p | theappointmentwas created.
Subiect iniacuction o Otk 200 Type any additional information you want to
o e 21412008 100 20 include in your message, then address and send.
End: Wed 2/11/2004 4:00 PM v
Recurrence: (none) ;
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Dragging Tasks to the Inbox

To send an e-mail message to TR
someone regarding a task, drag the L 1% e - wll
task from the Tasks window to the m-_m__m
Inbox folder listed in the Navigation | “5=: v C—
Pane on the left.
A
] ot
L
2 Taskn
N i i _
E¥ Test Setup for MS Outlook Training - Message After you drag the task tO the InbOX, a
! Fle Edit View Insert Format Tools Table Window Help Type 5 question for help  |+/[ X neW e_mail message is Created
Eéﬂgend|@v|ma(|_é ? & | ¥ || ] Options... ~ | RichText .. . '
| . containing subject, status, owner, and
| wce. other information about the task.
1 Subject: lest setup for M5 Uutlook |raiming
g ) L lagr o= 22220 Type any additional information you
|l want to include in your message, then
Subject: Test Setup for MS Outlook Training address and send.
Status: Mot Started
Percent Complete: 0%
Total Work: 0 hours
Actual Work: 0 hours ;i
Owner: Doe, Jane o
Outlook Tips and Tricks Extension Information Technology

August, 2005 3 eit@iastate.edu



Dragging Contacts to the Inbox

To send an e-mail message to someone in
your Contact list, drag that person's
contact from the Contacts window to the
Inbox folder listed in the Navigation
Pane on the left.

E¥ Microsoft Outlook Training - Message

| m i e G T e
| e A Y e S ) e |
| deait, o7 | e -3
Folder List T ————
i LiH
LY L 4. 2.}
o
Y
ol e 1 =
Compry -
i . .
I=
Le )
| [,
&
[e)
=R et
) Gt =
- =]
L | Costict (=]
- |
i Tasks (aJ
N =3
| o bk e it LIV | Cmcorrecind

P Fle Edit Wiew Insert Format Tooks  Table Wincow  Help

izisend | - |8 L4 ¢ B ¥ | (S| [ optons.. -] M

Type @ question for help =] %

W Te... IT5 Trainirg (its-training @uiowa. edu)
[Wee...
Subject: Microsoft Outlook Training|

o= RE TR o jAage rul=s==:=:=:= =]
|
Are there any learning opportunities on campus for Microsoft Outlook 20037 T
Instructor-led or self-paced learning would he fine. B
v
Thank you, 8
Jane Doe ©
¥
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After you drag the person's contact to the
Inbox, a new message will appear,
addressed to that contact.

Type your e-mail message, type a subject
line, and click the Send button to send your
message.
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Dragging E-Mail Messages to the Calendar
To create an appointment based on an e-mail e

message, drag the message from the Inbox to n:ﬁ;n?—ﬁ&r it <al
the Calendar folder in the Navigation Pane on |2

the left.

oy
) atec
£ B
-
B training class - Appointment After you drag the message to the
JUEREENEE fawt Tk grivs e Calendar, a new appointment form will

appear, with information from the e-mail
message in the form's notes area.

Appointment | Scheduling

Subject: |h'ainin; class |

Location: | » ‘ Label: ||:| None V|
_ Select a date and time for the
Starttme;  |Wed 2/11/2004 | [z00aM v [C]Aldayevent 3 N
Endtne:  [Wed2imos 8] [t ] appointment, along with any other
. information you may wish to enter about
ke [t ot o (B B the appointment.
! g
E:annll.:: E\?:d‘rf:;;ay‘ January U/, 2004 2:20 FM CIICk Save and Close to place the
To: Doe T
Szbjm U;img”glass i appointment in your calendar.
Tom,
Contacts... ] ‘ | [ Categories. . ] ‘ | Erwaberj
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Dragging E-Mail Messages to the

Contacts Folder

To create a new contact based on an e-

mail message you have received’ drag Folder Liet ‘ Look for: = SearchIn = Trpnrkant Thi Find Now Clear Ciptions
. . plfoiders Important Things

the message from its mail folder to the 8 g e B¢ grrom [kt

Contacts folder in the Navigation s R

Pane on the left.

Important Things - Microsoft Outlook

{ Fle Edt Wiew Go Tools  Actions Help Type a question for help =

i ydNew - | 3 XK |k Reply (< Reply to Al (< Forward | LY Serdireceive - [0 Find]| (8 Tvpe acontact o fnd - [

(3] Deleted Items %3
(7 Drafts [&]
# [ Imporkant Things

[ Inbox
éﬂ Journal
[ @ Junk E-mail
ﬁ Nice stuff
| | Notes
(15 outbox
[ Sent Items

H [ Sync Issues

& Tasks .

® [ Search Folders
@ £ Personal Folders
# = Public Falders

= =]
1 Item |©] online

Important Things - Microsoft Outlook After you drag the message to the )
— S— _ Contacts folder, a new contact form will
U m R0 G RS B appear, with information from the e-mail

dlew - | 3 X | C&Reply (gReplytoall (o Forward | message, including the sender's e-mail
address, which will be entered into the
form automatically.

Folder List Loak For: ~ Sear
&l Folders

:

Important Things
= 24 Doe, Jane ~|[®, + [y/g/From | Subject

ﬁ Calendar
m %3 Doe Tomm  URL....

{a] Deleted Trems

Enter name, address, telephone number, or [

- . P Ele Edit Wiew Inssrt Format Iools  Actions  Help
any other information you have for the P N AR IEY: MR |
Geneeal | Detalks | achvies | Certficstes | AllFields
co ntaCt ' [Fuleme... ] [poeTom | ] el B | doets m'!|
Job itle: [ ||| & Display a5t [o
- Company: [ I g teb page address: !W
Although new contacts can be created with | . & I
this drag and drop method, keeping the e- gk l E
mail text within the notes area is optional. {:fff;m_ H i Ny
[ || Subjoce SR
- Addresses
Click Save and Close to add the contact to P |t ot o
your Contacts list. 2 ‘ i At ek ange
Torm
Contacts,.. | [ | [categories... ] | ] Erlvata|j
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Dragging E-Mail Messages to the Task List
To create a task based on an e-mail message
you have received, drag the message from the
Inbox to the Tasks folder in the Navigation
Pane on the left.

r—
EZ Project info.... - Task
i Fle Edit View Insert Format Tools Actions Help

@
1B inbox - Microseft Qutiook

3 fate Twno Wereks Aga

3 ftems. Thes folder was lastipdated o 2/10/2004. )] Dacorrectad =

After you drag the message to the
Tasks folder, a new task form will

Task | Details

appear with information from the e-mail

message in the form's notes area.

Select a due date and a start date for the
task, along with any other information
you want to include about the task.

Subject: |Pro]ett infa....|

Due date: |None hd ‘ Status: |No: Started ¥ |
Start date: |None V‘ Priority: |Norma| V| % Complete: |U% 3
Civearcer: | | | @ o
From: Doe, Jane

Sent: Thursday, January 29, 2004 4:15 PM

To: Doe, Jane

Subject: Project info_...

The new project schedule is due by the end of the month.

Please make sure that all participants get a copy of the new schedule.

Click Save and Close to place the task
in your task list.

Contacts... ] | | [Categories‘..] |

Outlook Tips and Tricks
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Creating and Using Distribution Lists

A personal distribution list is a collection of contacts organized into a list. Distribution lists
provide a convenient way to send messages to a group of people.

For example, if you frequently send messages to a search committee, you can create a
distribution list containing the names of all members on the search committee.

A distribution list is not the same as a mailing list that has been setup and maintained on a central
server. An Outlook distribution list is setup and maintained locally--on your Exchange account

only. Other people can't send messages to your Distribution lists. A message sent to an Outlook
distribution list goes to all recipients listed in the distribution list. Recipients see their own name

and the names of all other recipients on the To: line of the message rather than the name of the

distribution list.

Personal distribution lists are identified with " and are stored in the Contacts folder.

Creating a Distribution list

Display the Contacts folder.

| S New - |

Click on the arrow portion of the new toolbar button to view the

drop-down menu.

Select Distribution List.

F

FE Search Commillee - Disbribulion LisL

! Fle Edit View Insert Tools Actions Help
: [ save and Close | =4 | & Al w B X - -|-@=
Merbers Notes
MName; |Search Committee
| select Members...,\i [ Add Mew...
| Mame v F-mail
There are no items to show in this view.

Outlook Tips and Tricks
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8= Contact Cirl+M
|$;:| Distribution List]\,  Ctrl+Shift+L
[l Folder... Cirl+Shift+£
2 Mail Message Ctrl+5hift+M
| Appointment Ctrl+5hift+A
j Meeting Reguest  Ctrl+5hift+Q
]| Task Cirl+Shift -+
o || Mote Cirl+5hift+M
Choose Form...
Cutlook Data File. ..
¥

In the Name box, type a name for the
distribution list.

Click Select Members.
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Under Show names from the list:, the default address book name | show Mames fram the:
will appear. Click the drop-down arrow if you also want to select | |glabal address List v
names from additional address books.

Select Members §| .
Tvpe Mame or Selact from List: Shaw Mames from the: Under Type Name or SeleCt from LISt’ type
doe, § | P —r the last name of the person you want to add to
Global nddress List | your distribution list.
| [lame all address Lists
Doe, Jane all Contacts . . . .
Doebbeling, Caroline Al Groups Click to highlight the person's name, click the
goellfe, Gr::gholrv ) al Users Memmbers -
Dot DS ety Members =———"% button under Add to
oern, Gary “owa . . . .
Doerrfeld, Mary E Iowa Exchange Users distribution list.
Doerschug, Kevin Public Folders
Dogar, Maohammad 1T Health Care . .
Doggett, Cheri Anatorny Repeat this process until all members have been
eaeh ) Anesthesia added. Outlook will place semi-colons between
Doherty, Sean Anesthesia Residents
¢ Audit Services the names as you select them (the default
add ko diskribution list: Bfehawm_'al Health SettlngS In OUthOk). Click OK.
Biochemiskry
l Members - = ] | Bioengineering
Bone Marrow Donar Program
Business Office
Cancer Center
Cardiology

If you want to add a description of
the distribution list, click the Notes
tab.

EE Search Committee - Distribution List

! Fle Edit Wew Insert Format Tools  Ackions  Help

[ saveand Close || =8 | £ S 0% | ¥ 5K | e - -] @
v Gihn AL B Z = : ﬁ.

Save and Close

Click Save and Close to save the

distribution list. Menbers. | Notes

Marne: |SEarch Cnmmittee| |
The distribution list is indicated by a ’Select Members. .. ] ’ AddMew. .. ] [ Removs ] [ Update Mow ]
special icon & and will be saved in 1 Yame E-mail

“= oe Tom doet@iowa, uizwa, edu
yOU ContaCtS fOIder' = Joe, Jane jane-doe@uioma.edu

Cateqories. .. ] | | Private [

Outlook Tips and Tricks Extension Information Technology
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Sending E-Mail to a Distribution List

There are several ways to address a message to a distribution list. Three possible methods are

listed below.

Dragging a Distribution List to the Mail Folder--OR--the Inbox

Select Contacts from the Navigation Pane (or from the Go menu) 8] Contacts {b

-~ Mail

.;ﬁ; Calendar

35 Contacks

3. O 2

Click and drag the distribution list name
onto the Inbox, until the Inbox is
highlighted. Release the mouse button.

E¥ Current Open Position - Message

Select Folder List from the Navigation Pane (or from the Go

menu)

! File Edi

Planen | S 23 X | ¥ 55 & - | EpFind | G Tvpe acont

Contacts - Microsoft Qutlook

Wiew Go  Tools  Actions  Help

All Foldes

[ @l% Full Narme

_E 1Zalendar

8=| Contacts

L7 Drafts

S 30urnal

&) Deleted Ttems

I Inbox |8 N

L)

! Fle Edit Wiew Insert Formak  Tools

iddgend | ) -G 8| cd ¥ OB | ¥ || ] options.. - | RichText

Table  Window Help =

Lt From...

B Search Committee

[ cc... k

Subject: Current Cpen Pasition

i A 4 | TmesMewRoman - 12 » A - B 7 |

e
|
wes
111

Manager of Ccmputing Affairs position.

=[E]m = m ¢

Thank you far your rale in the interview and selection process for the

Outlook Tips and Tricks
August, 2005
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A new mail message opens, displaying
the distribution list name in the To...
field. (See example)

e Ta. Search Committee
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Sending Messages from Within the Distribution List

Display the Contacts list. Double-click the distribution list name, opening

the Distribution List dialog box.

F= Search Committee - Distribution List

! Fle Edit Yiew Insett Format  Tools  Ackions  Help
i plaveandclose | | 6 3 % Ul | ¥ 4 X |- 9 -] @
] b lale LulEs=c==0
Members | Makes
Marme: =.Ear|:h CommikEee] |
’ Select Members. .. l ’ Add Mew. ., Remove Update Mow
1/ Name E-miail
==l boe, lane jane-doe@ dowa. edu
=] boe, Tom doet@iowa Jiowa.edu
Cateqgories. .. ] | | Frivate [|

A new mail message will open. The E¥ Current Open Position - Message

distribution list name will be
displayed in the To... field.

I Fle Edit  Wew

Insert

fizdsend | ) - |G 8|S ¢

= Euntacts{h_w)

Verify the member names. To modify
the list, choose the Add New, Remove,
or Update Now button.

From the File menu, choose Save
(rather than Save and Close) to keep
the Distribution list open

Click on the =L New Message to
Contact button on the toolbar.

EBX

Farmat  Teols  Table  window

G| ¥ || ) options... - | Rich Text

Help

Clicking on the plus sign will LidFrom. .

display the individual names in the

distribution list. GEec

Subject:

D] = 4 s | TimesMewPRoman - 12 - A - B T |

Search Committee
(Lid

Current Open Position

= | i= i=

=[z]=

= £

Thank you for your rale in the interview and selection process for the
Manager of Computing Affairs positian.

::-9send || Compose the e-mail message and click Send.

Outlook Tips and Tricks
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Sending Messages from within the Inbox

Display the Inbox, click the New button to create Inbox - Microsoft Outlook

a new message, and type the name of the
distribution list in the To... box.

! File Edit Wew Go Tools Ackions  Help

5 e :|-;5 23 XK | uReply (iReply to Al |

Folder List
All Folders B4, ¢ [ @|From

Enter the distribution list name in

Select Names La3¥ the Type Name or Select from
Type Mame or Seleck From Lisk; Shows Mames From the; List box.
|| Global Address Lisk I w .
L To locate departmental distribution
| Mame Business Phane Office lists, click the To... button and

locate the distribution list from the
Global Address Book.

01125 PFP Conference R... 01125 PFP
01235 PFP Conference R.., 01285 PFP
106 CMAE Conference R... L0& CMAE

1093 BT Conf Rm LLESE Click to highlight the list name.

8|

Under Message Recipients, click the || message Recipients
To, Cc, or Bcc buttons, placing the [

.. . . . To-= ]| |

distribution list name in the

appropriate address field. [ ce= || |
(o> ]| |

::—dgend || Compose the e-mail message and select Send.

Outlook Tips and Tricks Extension Information Technology
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Setting Message Handling Options

By default, when you move or delete an open message in Outlook, you are automatically
returned to the mailbox you are currently working in.

You may choose to configure Outlook to Open the previous item or Open the next item after
moving or deleting an open item.

To set the Outlook E-mail Options, do the following:
On the Inbox toolbar, click on Tools.
Select Options from the Tools

menu and click on E-Mail E-mail Options
Options.

Message handling

After moving or deleting an open item: | open the previous item

In the dialog box under After ——
. . Close original message on reply ar Fol 2PEN the previous item
moving or deleting an open open the next ikem

item. click the drop down arrow Save copies of messages in Sent Ike return ko Hre Inbo
and select from the list.

Anknmatically sAve 1insenk messages

Click on Return to the Inbox.

Click OK.

Closing Original Message After A Forward or Reply

By default, when you reply to or forward a message in Outlook, the original message remains
open after you send the reply or forwarded message.

You may find it more convenient to have the original message automatically close after the reply
or forwarded message is sent.

To set Outlook up to close the original message after a forward or reply.

On the Tools menu, click on Options.

On the Preferences tab, click on E-mail Options.

In the E-mail Options dialog box, under Message | ] Close original message on reply or forward
handling, select Close original message on reply or

forward.

Click on OK to close the E-mail Options dialog box.

Click on OK to close the Options dialog box.

Outlook Tips and Tricks Extension Information Technology
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Selecting a Default Address List

If you click on the To: button when you are creating a new message, Outlook will display an
address list for you to choose the e-mail addresses you want to send your message to. On most
PCs, the Global address list will appear by default.

If you want to change the default address list, do the following:

With the Inbox open, click on Address

Book B in the toolbar

When the Address Book dialog box is [ upra,
displayed, click on the Tools menu and [Fie Edi view Ein

select Options. i @ ind... Chrl+Shift-+F

Type Name or Select From List Show Mames From the:

| | Il:u.-'-.'-a Exchange Users

| Mame business Fhaone UFfice |

Click on the down arrow under Show
this address list first to see a list of
Addressing | available address lists.

Addressing

x]

Show this address lisk First: .
From the drop-down list, select the

Jawa Exchange Users vi' address list you want to use for your new

Duklook, Address Book, - y y

Contacks default.

Iowa Exchange sers
alobal Address Lisk Cli
ick OK.
Al Address Lisks
All Cantactks
All Groups
All Users

Outlook Tips and Tricks Extension Information Technology
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Using E-Mail Signatures

Creating an E-Mail Signature

Click on the Tools menu, select Options. Click on the Mail Format tab.

Select the Signatures button.

Click New.

Under Enter a name for your new signature, type the name you want to save this
signature as.

Under Choose how to create your signature, select Start with a blank signature.
Click Next.

Create a signature in the Signature text box. Edit the format if necessary. Remember
that short signatures are preferable to lengthy ones.

To change the paragraph or font format, select the text, you want changes to apply to,
click on Font or Paragraph. Select the options you want to change. Click OK.

Click Finish.

Click OK to close the Create Signature window.

After you have created your signature, you can also modify Outlook's default signature

=Mong =

setting of None
mail messages you send.

Outlook 2003 allows you to make separate signature settings for new messages versus
message replies and forwards. In the Signature for new messages box, use the drop-
down arrow and select the signature you want to use as your default e-mail signature.
To set a default signature for message replies and forwards, select the Signature for
replies and forwards drop-down arrow and select the signature you want to use.
Click OK.

to use your new signature as the default in any e-

NOTE: A different signature can be selected for an individual message by right-clicking on the
signature that's currently in the message and selecting a different one from the drop-down list, or
by choosing E-mail signature to create a new signature.

Inserting a Signature in a Message

e Create a new e-mail message.
e Position the cursor where you want the signature to appear.
e Click on the Insert menu and select Signature.
e Click on the signature you want to insert.
Outlook Tips and Tricks Extension Information Technology
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Deleting an E-Mail Signature
e Click on the Tools menu. Select Options. Click on the Mail format tab.
Click on the Signatures button.
Click on the signature you want to delete.
Select Remove.
Click Yes.
Click OK.
Click OK again to exit Options

Outlook Tips and Tricks Extension Information Technology
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Reading Your E-Mail via the World Wide Web

Your Outlook e-mail may be accessed from anywhere in the World if you have a computer with

Internet access and web browser software.
Logging on to Outlook via the Web
Launch your web browser

In the Address box, type:
exchange.iastate.edu

When the ‘Connect to exchange.iastate.edu’
window opens, type your Net-1D for User
name: and your regular password for
Password:

Click OK.

Outlook Tips and Tricks
August, 2005
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Connect to exchange.iastate.edu

ki

A

jastate,edu

U=ser name:

Password;

& jdos) v

[ 1remember my passward

[ 0] 4 l [ Cancel

Extension Information Technology
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Reading your E-Mail

M Micrasoft Outlook Web Access - Microsoft Internet Cxplorar
Fie Edl Vew Favorites Tooks Help

| Que - D [ B @b Do formenm Gpues @ 21 @ JiE u’&

255 | iR it femad, uiowa.edu feacharge)

To open an e-mail message in
your Inbox, double-click on the
name of the sender.

tews [ wsors B4 B M

NOTE: In the image to the right,
messages can also be viewed in
the Reading Pane, without
opening the message.

Fev; Some Cool Things in Gutheok 20031

Do Tam

Bt tackements can conlasn visas Bual may harm your ol
Artachments may not deplay comscty.

T Due, Jane

(<] ITS Help Desk.

Attachments: [ gusior ool thgs doctiam)

i Doe, Jore Tue 21720,

i Doe, Jore Tue 21720

Jane,

It's great thot you are switching to Outlook.
Weu're geing to love all the things you can do
new. Here's a list of some neat things you
can de in Qutleck.

Tom

|D§!Tﬂlll Illl 217 L

Rescarch Services

Research Senices allow you 1o quickly referance
information anling and an your computer mthm.n Ie:mng
wour Olfice program  You car seach s
~r zalart 3 sracifie sraera Tha dnllee i - i

B Newsletter deadline... - Message (HTML) |T||E|E] T(.) close a message after You read it
—— N click on the Close button in the

w1 message window.

! File Edit ew Insert  Format  Jools  Acktions  Help

- aReply | giReply todl | (g Foward | 4 | ¥ | X | @ &
| From: Cioe Tom Sent:  Mon 37172004 4:02 PM
The OWA Inbox toolbar will look like:
Sl Mew T X‘r_ﬁ-_@_ﬁh_l;——l "gﬁpm‘@Help JLDQOFF‘
To reply _to the send_er of a message while the CaRepi
message is open, click the Reply button.
To reply to all recipients of a message while the A Reniytoal
message is open, click the Reply to all button. Reply to a

To forward a message while the message is open, | Fward|
click the Forward button.

To delete a message in the Inbox, click the Delete %
button. Once deleted, messages are moved to the L—
Deleted Items folder.

Delete
_ﬂNaw'ﬁx/\’ .’:';fj} @@M@Halp

Empty Deleted ltems

Outlook Tips and Tricks Recover Deleted kems
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To read opened messages in a sequence, click the

Previous Item or Next Item button.

Creating and Sending a Message

With the Inbox displayed, click the New button.

When the new message form appears,
enter an e-mail address in the To:
field, an address in the Cc: field (if

2 Untitled

-

l_ﬂ Mew ™

Message  Microsoft Internet Explorer

send| (o (|2 ) By T 8 |2 opbons..

@ Help

needed), a subject, and your message.

Subject:

Attachments:

| Normal

v| A aid

v|[ov|a B 1 U

(i

(i
iy
J

EOE oM

[

S @ Internet

After addressing and composing your

message, click the Send button to !E—"SE”"

=

&V

23 Options... | &) Help

send your message.

Sending Attachments
With the Inbox displayed, click the New button.

Follow the instructions above for Creating and
Sending a Message. To attach a file to the
message you’ve just created, click the
Attachments button or paper clip icon.

In the Attachments--Web Page Dialog
window, click the Browse button to locate the
file you want to attach.

Once you’ve selected the file, the pathname for
the file’s storage location will appear in the
Choose a file to attach box.

Outlook Tips and Tricks
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|_11 Mew ™

Akkachments:

! 2l Attachments - Web Page Dialog

@) Help

Choose a file to attach:

|C: \Documents and SettingsAll Users\DocumentsMy Pictures\Sample Pictures'\Sunset.jpg “ Browse... E
Add the filz to the list

Attach

Close

Extension Information Technology
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Click the Attach button under Add the

file to the list. 2 Attachments - Web Page Dialog
The file name(s) will appear in the
Current file attachments box. | CBoree. ]
] | T
Click the Close button to complete the |
attaChment process I Current file attachments
i |:| jSunset.jm
‘
Once the Attachments dialog box is I ] sunset.ipa(63KB)
closed, the attachment name(s) will appear
beside the Attach ments button in the 3 Images in MS Word - Microsoft Internet Explorer,
Message WlndOW dsend|(l (2 Y 0 & ! B |3 options..| ©) Help
175 Help Desk
[W] ] Sunset.ipateoKE) | testtable. doc(72KE)
[Wormal v | A | ardl vinwv/A B IU=S== = =1 1

Dear TS Help Desk,

I need to insert the attached image file into a takle in a MS Word document. Can you provide me
with instructions on how to do this?

Attached are 2 files. One is the jpeg image and the other is the Word 2003 document

Thank you,
Jane Doe

&) S @ Intermet

After addressing and composing your — , _ — .
message, click the Send button to send the =Sl 4 & =7 0 & | * § | ostens, Siich
message.

Exiting the Outlook Web Access Client

Click the Log Off button on the right . lLog Off
portion of the screen.
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